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OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 
DEPARTMENT OF ARCHIVES,AND HISTORY I .i 

~ .~ - ,1 - - r . C ~  .- . 
~~ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
--.. ._I -?-~--.d- -~.C--Z_-~.__lt*_- a_.L____. 

,i 
i I A 

INSTRUCTIONS: See Publication'No. 76-RM-1 for instructions on completing this form. Forwa,rd signkd oAginal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenye,, Atlanta, Georgia, 30334. 

a !  , ____-.___ FOR AGENCY ~~~ USE ~. 

3 ' &J~ICSPIO~ Date 
I f.._1/25/83.. ~ ~~ - ~.. 

' belication Number 

1. Agency Address 
Georgia Ports Author i ty  
Adminstration Div is ion,  Port  Pol ice 
P. 0. Box 2406 

, ~ ~ ..~ . . - I Wil l iam L. Ki l roy,  Jr. 

i 1 T A c i i o n  Requested i 

- 73- 137YA i___ 

Date Heceived Date Completed 

~ -- -- 
FOR RECORDS ~ MANAGEMENT ~. - - USE--- ~ ~ - - .  -- 

: i a. Cl Estaotisn Retention Schedule:\ecord will continue to accumulate. 
i 
1 b. 0 Dispo?ose of present accumulation; no further accumulation anticipated. I 

~. f L~=~c. -3 Amend Apfjfic4o.n ~Nd!&-d&?-- -.- CheckOncLlChme;  !lSupercede;.$ Void --~-c ~- 
5. Records !Series Title (followed by title u s d  in office; if different) I i 14. Dates of Series 

i 1 Esrliezt La tes t  

1969 . o Date ~~ ~~ ~ . ~ .  V i s i t o r  .~ ~ Code - 1024 ~- . ~~ ~~ . .. 

j [$. h r s i ~ n  and Office Functign What i s  the function of the Division and the Office in which this recorbseries is  created? 

I 
' 

The Port  Pol ice Department i s  responsible f o r  vehic le secur i ty  (issuance and maintenance 1 o f  a l l  decal records, logging o f  non- reg is tered vehicles, processing of incoming and out- 
going trucks), i n te rna l  secur i ty  (conducting record checks f o r  a l l  new personnel, per iod ic  
tes t i ng  o f  secur i ty  procedures fo r ,  i n t e g r i t y ,  inves t iga t ion  i n t o  background for Por t  Pol ice 
personnel 1, physical secur i ty  (conducting r o l l i n g  pa t ro ls  and key pa t ro ls  through a l l  areas 1 of the Port).  Maintain f i r e  prevention systems, conduct f i r e  prevention and f i r e  f i g h t i n g  
t r a i n i n g  f o r  Por t  Pol ice personnel. Enforces t r a f f i c  ordinances, develops and maintains 
parking plan and maintains l i a i s o n  w i th  other agencies; example, Coast Guard, F.B.I., G.B.I. i Customs inc lud ing survei l lance, inves t iga t ion  and p i l f e rage  a c t i v i t i e s .  

--_I_ -- .- .~ ~. 
~~ 

7. Record Series Descripzion This file contains the following documents (include form numbers and titles. if any): 
Attach samples of the file. I- 

Documents relating to: 
Persons enter ing the Port f a c i l i t i e s  f o r  the purpose of boarding and 

V i s i t o r  Code - 1024 - Form showing: date entering, date leaving, 
gate, gate o f f i c e r ,  vehic le  desceiption, tag reg is t ra t ion ,  d r i ve r  
information, passenger information, destination, reason f o r  v i s i t i n g  
G.P.A., pass attached, remabks, o f f i cer ' s  signature. 

v i s i t i n g  a vessel. - i n  - Port. -_ - - 
lnciuded are: 

File is arranged: 
Alphabet ical ly by ship name. 

.. ~ _ _ ; _ ~ _ _ l _ _ l _ - _ _ _ _ ~  ~ _ _ _ ~  ~. - - ~ 

8. Monthly Reference Rate How often are records referred to which are: 

One to six months old -.12-- --; Seven to twelve months old __ 6 '  ~ 
Thirteen to twenty-four months old 2~- .-.-; 

twenty-five months and older--~ __ 7 
_----.._ - - __~_ I_____Srl_~_.~_._~~_~,-~ ~ 

1 9. Annual Rate of Accumulationof Records 
Letter-size drawers -~ Leyal-:ize drawers ---.-.-; Shelves Other (specify) -..~. _. -. .. ... - 
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I 

,?--A -. .~L - ~.... .._~___ t -_._. 
~- ~ (Place ai--"X'.'.me prger-glumn) .. .. . L 

ial copy of the series? 
-______ -____-----__~ ~- - 

,I 
information requiring security handling? If  yes, cite law or r e g z o n .  

& .  
, __ ~ l-..__l_____. __-_ ---_ - .(- 

' !  . 
1 

~ i .  ____ ~ L 
__ 

e. When one or two documentsin the file make it necessary to'keep the entire file for a long period, could these -. 
-. I. I_ ~ 

. .. -..+-: . 

ves,anacb.copu,_-_-- -. . . ~, , , ~  . 1 I g. I s  the information'mntained in this series ever analyzed and/or;recorded in a.sum.marited report? 
~. ~ ________- ~~ .- . - c ~-Ifyes.atIach~covi, ~ . ~ . , ,  &.--.--: . - . 

h. 1s there a duplication of th is  series in your office, or in another office or agency? 
- ~ I f -veL.wherell lc S~.Customs U .-SL-Jmi grat!on_s, .Metro--Dr-ug~ >wad % .  Sa.v!n&h~.Police- ___ 

. ~ . .  
~ l ~ x  ~ I -i. d is this series lora maior~oftionsfirLrs4Ylarlumicrofilmedl . ~. - ~ - + L - ~  . -~ ~- . . .  - 

- ~ 1:x~ I i. Dws th7~record series result in a mmDuter Printcut? ~ ~- ~. ~ - - . . . 
11. Retention Requirrimenti The foltoowing requires the serie; to pe kept: 

a. State Law ~ -years. d. Audit period 
&. Stature cf limir-ricn ." , ------ a -~~ , ~ - ~  ~:---+sa;s. ~ -~ ~ e. Administrative need . ~ -- ~ - -L - -=-. - 
c. Federal law - - =  ~ ~. - --years. f. Federal retention instructions - ~ ~- ..years. 

- .  ~- c - .  

. .  
Attach copy or excerpt of l a w  or regulations. Explain administrative n&d. .. i >"' 

oTc;ep_ re$eve',i\c* Yec w e k q i - , t 3  
. ,  - . .~ . . ,- . , .  . .  . . ,  ~ .. . . "  . .  , _  ~ . ,  

_ ,  
. ,  . ~ _ ,  , .  . .  ~. . .  . .. 

- . .  . I .  
. .  - ~, ~ - .~ .~ . .  

. .  ,.. ~. . . _  niolith(s) iy&:~; ~ ~I - year(s); then 0 Hold in the currefit f i l e i a ieaL :~~_ . .~ l .~  

0 Transfer to State Remrai  Cen$ei;hold L. .~ ~ .-yedr(s); then ' -  

@ Destroy. 
0 Transfer to State Archives for permanent retention. 5 

0 Other (Specify! 

. . 
- .  L ' . .  . .  - ,  , - . 
, . . .  ~ ~ . .  . . .  - 

.- '10 Transfer to lo&I hiildin'gaiea, hold" '-1 : ~~ .'Tye2rTs); then. ' 
, . . . ~. 

. . .  . . .  . .~ . . .  , .  . _  
. . .  . . .  

* h. Chatham County Police, Drug Egfor&nent Agency. ~. 

. .  ,., . ~. . .  .. - , .  r. 

. ' ,.. L ~ 

, ._  
. -,' .> . . r > . .  ._  ~ 

. , .  ~. .. . , .  
~. . .. ,.. . , .  . .  . .  . . _  . 

~ . , , ,  . . .  . . . ~  

.._,. . .  . . . ,  .. ~ .. . ... . , 

These instrue-.-ns apply to a l l  prior and future accumulations of the series. 

I -- 

?ecommendations in para- 
jraph 12 are approved. 
'If disapproved, attach letter 
I f  explanation.) 



1 1. bmr d Lrles 
1 SZrlidSt Latest 

. 1969 To Date 
? 

1 indudadare: 

5. R w d s  SIrier T i e  Ifollowsd by tide used in office; if different) 

- 
V i s i t o r  Code - 1024 

V i s i t o r  Code - .lo24 '- Form sh0w.i ng : 
gate, gate o f f i c e r ,  ' veh l c le  descr ip  
i nformat ion, passenger i nforrnat ion, 
G.P.A., pass attached, remarks, o f f  

Fiie .- arranged: i A lphabe t i ca l l y  by sh ip  name. 

date enter ing,  date leav 
ion, t a g  r e g i s t r a t i o n ,  d r  
des t ina t ion ,  reason fo r  v 
cer 's  s ignature.  

ng 9 

ve r 
s i t  

1 8. Monthly Rderenca Rate How often are records referred to wnich are: 
3 I 9ne to six months old ' Seven ro weIm months old : Thirteen to twenty-four months old 

twenty-five months and older -- 1 

9. Annual Rate of Accumulation of Ramrdr 
; Legakize drawsrs A-.; Shelves ; Other /ssCifyl 

i 
1 Letter-size drawers 

G+~o- -~Y .  a ~ .  76 O v n l  
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~ -~ ~ _ ~ _ ~  ~ _ _ ~  ~~ ~ 
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curity handling? I f  yes. site law or regulation. * 

t h e  foltowing requires the series to be kept: 

I a. State Law h ytan. 
1 

5. Sratute of limitation yean. 
c. W e r a i  !iw years. 

1. Auditmiod years. 
a. Administrative need 2 . v e a r s .  
f. Federal retention inmudons years. 

I 
I-- -- Attach copy or excerpt of jaws or regulations. Explain administrative need. . .  - 

, ,  
, ~. tnen, ~~ 

. .  - .  . ,~ B'blendar Year: 0 F W I  Year; 0 Other 

a Hold in the current files area , ~ - ~ month(s) z : 1 ~ year(s1: then 
gl Transfer to local holding area, hold -year(,); then 
tl fransfr to Stato 2eardr Center: hold ' - year(s1; then 

- - .  ~ . ~~ . .  -~ i~ 
i 

. -  

- ! . .  -~ 

i . ,  ~- I . ,  

. .  El Destroy. ! 

0 Transfer to State Archives for permanent retention. ! 
1 n Other i%eciYyl 

i 

Thesa instr!ktions apply to a l l  prior and future iccurnulations of the series, 

Recommendations in para- 
graph 12 are approved. 
(If disapproved, anad, / e m  

I Attorney Ceneral/Desiane< 
. . . . .. -. . .. . 


